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OBJECTIVES OF RECONNS MANAGEMENT PROGRAM FOR FISCAL YEAR 1955

CBJECTIVE

AND ACCOMPLISEMENTS TO 1 DECEMBER 1954

COMPLETED

I8 PROCESS

Hendbooks of ismstructlons,

1, Develop
25X1 notieces, regulations, and publicity

25X1

2.

@

LN

5.

waterial.

Publish index to Agency fores.
Revise forms mmbering syntew.

Install Vital Materials inventory
systan,

Survey Agency uicrofilminz oper-
ations .

Conduct records menggemesi surveys
and develop records control
schedules and dizpositlon schedwles.

———

8. Bapdbook for Bubject Filing,
el ]
%, Operating Guides, Reports Manage-

ment .
¢. Apalysis Ouide, Reports Venagewent
4. Introdustion o Reports Mansgement

pasphlet .
e. Correspondence Style and Procedures,

e

. Cor ence Marngewent pawmphlet

g. ¥Writimg I nt Guides:

{13 “What 1s Readsbility?”

'2) *Modern Writing Btyles”

L. Poster on Dtiiizaticr of Foree

1. Informatiopal pesmphlet - Forus
Managenent

Prelisinery review completed.
Bew systen installed.
Kew systen installed.

Tquipment and current projects inven-
tary cowpleted.

8. FRID

b. Bigoel Center - suintenance of
cables for Wital Materials

e, VH

4. 03I

e, OSE

. SBovaat Staff

g+ Auvdit Offiee

h. DD

2. Bandbook for Vital Materials
b, Hmodbook for Meil Control
¢. Bendbook for Micro

4. FRecords Disposition Bendbook

e. Glossary of Administrative

g. Coorier Recelpt Procedure

b. Agency Hotices on Use of
Btandard Folders

i. Agency lotice on Wilization
of Corre

3. Bevised Recorde Management
Regulation

k. Dispatch Procedure

1. *Stresslining Your Writing"
(A sertes of 25 informational
sheets, each dealing with &
particular aspect of writing)

Approximstely 60% complete.

Report of fisdings and recommend-
ations.

a. Office of Operations (Chief)

b. Hecurity Of'fice

¢, Office of the General Counsel

d, Office of Research & Beports

LY W/P nres - REA B‘!.Y- ¥R
Mvisiond

P. Csble Seeretariat « cable re-
ceipting system.

g. Reports Mgt. - Office

M ]
h, Office of the Cowptroller ~
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File Cadinets

25X1



7.

9.

13.

1k,

15.
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SECRiPuEres

Pre mproeedm:ammmfor
mzfaro’tmmet

Beceive and serviee Mdi tiomal) in-
active records.

Contimwe developrent of steel
ecovered desk traye to reduse safe
file requirerents.

Complete the stesdardizeation of
foruat and design of Foreign Intelli~-
pence Reporting fore.

Develop correspondex shaw!m the rew
petitive standerd reporis and veguests
reguired throughout Sesdquarters.

Deteraine aivisability of stocking onily
umemterserked (sterile) siationery

Review requests Tor sicrifile eguip-
went and new sitcrofilming projects.
Develop and maintain schedules Cor
current deposite of Viial Msturials.

Process request: for new, revised, re-
pristed forms.

TH PROCESS

8, Recelwed to 1 Dee. 1954 -
2,699 en. ft., equiwmg of
337 cabirets valued at $00,206,

b, aqugsta rerviced to 1 Dec. -

Q.

Sampie trays iested and approved
for use.

frelimisery forw developed and ine
stalled on trial basis. Saviogs to
date estimated at 46,120 enmually.

Determised annusl requiresests for
all tyres of Agency stationery.

Reviewed 21 requests Tor equipment
and effected savirgs of $1,500 by
‘changes .

Schedules reviewed and completed
vhere necesgory.

8. Tew Torwe w07
b. Revised fores @
¢. Repriabted forms

d. Other metions on fores 535

8. Handbook for Cemter Operstions

b. Courier Service Reguirements

¢. Telecomunications Serviee Re-
quirements .

4. Proecuresent of Hylwwulie -
Forklift

e. Procurcpant of Shelving

. Recruitpent af Fersounel

8. Inaective records cuwrreatly re-
celved at rete of spproxiwmetely
2 b.drswer file cadinets emch
working dar

b. References b«iag wade at rate
of 398 yer vorkinz damy.

Purchase of 1,200 for office use.

Purther development to aceomplish
full oblective of lmproved proeedure
apd additionsl eavings.

Approximately £0% complete.

Study still in process to determine
fegeihility.

Reviewing current requesis.

Current dcpmits beiog mede by 811
officesn.

Average of 5 requests per day.
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OBJECTIVES OF RECORDS MANAGEMENT PROGRAM FOR FISCAL YBAR 1955
ARD ACCOMPLISHMENTS TO 1 DECEMBER 195k

OBJECTIVE

COMPLETED

IN PROCESS

1. Develop Hendbooks of instructions, a.
25X1 notices, regulations, and publicity

material, -

v €
A

v 2.
25X1

.
e

vh,
e

2. Pubtlish index to Agency Torme.
3. Revise forms mmbering systew.
4. 1Install vital Materials inventory

Ha for fubject Filing,

HR

Operating Guides, Reports Manage-
went.

Analysis Guide, Reporis Managewent
Introduction to Reports Managewent
raemphlet.

Correspondence Style and Procedures,
B

Correspondence Maragement pamphlet
Writing ITwprovement Guides:

21; "What is Beadsbility?”

2) "Modern Writing Styles"™
Poster on Utilization of Forms
Informetional pasphlet - Forwms
Management

Preliuninary review completed.
Bewv system installed.

Yew systerw installed.

gysten.

5. Survey Agency microfilming oper- Equipment and current projects inven.
ations. tory completed.

6. Conduct records menegewent surveye ~'&. FEID
and develop records control b. 8igpal Center -~ meintenance of

schedules and disposition schedules.
Ca
d.
e.
.
g
h.
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o

cables for Vital Materisls
WE

0s1

CHE

Sowpat Staff

Aufiit Office

FID

a.
c.
.
-
Je

k.
1.

Handbook for Vital Materials
Hendbook for Mall Control
Handbook for Merophotogravhy
Records Disposition Handboox
Glossary of Administrative
Terainology

Yorms Management Handbook
Courier Receipt Procedure
Agency Notices om Use of
Standard Polders

Agency Notice on Utilizat<on
of Correspondence File Cevinets
Revised Records Management
Regulation

Dispateh Procedure
"Streamlining Your Writing”
(A series of 25 imformational
sheets, each dealing with a
particular aspect of writing)

Approximately 60% comwplete.

. Report of findings and recommend.

atiens.

B.
b.
Co
4.
€a

.
-
h.

Office of Operations {Chief)
Security 0ffice

Office of the General Counsel
Office of Research & Reports
D/P area - NEA Div.; ¥E

- Divislon;

Cable Seeretariat - cable re-
ceipting systew.
Reposts Mgt. Programs -~ Offlice
of Cowptrolisr and Logistics
Office of the Comptroller -
grds control schedules

25X1
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OBJECTIVE .

7.

10.

13.

1h.

15.

_ SECNE pusren

IN PROCESS

Fzépsre procedures and plans for
transfer of Records Center.

Receive and service additiopal in-
active records.

Continue developwent of steel
covered desk trays to reduce safe
file requirements.

Complete the standardization of

format and deslgn of Foreign Intelli-

gence Reporting form.
Develop correspondex showing the re-~

petitive standard reports and requests

required throughout Headquarters.

Deternine advisebility of stocking only

umwatermarked (sterile) staetionery
Review requests for microfilm equip-~
went and new sdicrofilming projects.

Develop and seintain schedules for
current deposits of ¥iial Materials.

Process requests for new, revised, re-

printed forws.

b)

&, Received to 1 Dec. 1954 -
2,699 cu. ft., equivalent of
337 cabinets valued at $80,206.

b. Requests serviced to 1 Dec. -
42,039,

Sampie trays tested and approved
for use.

Preliminary form developed and in-
stalled on trial basis. Savings to
date estimated st $8,120 anmuelly.

Deterwined annuel requirements for
all types of Agency stationery.

Reviswed 21 requests for equipment
and effected savings of 31,500 by
chenges,

Schedules reviewed snd completed
where neceseary.

8. TKew forus 107
b. Revised forms 283
¢. Reprinted forus 102

d. Other actions on forms 535
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8. Handbook for Center Operations

b. Courier Service Requiremwents

¢. Telecomunications Service Raw
quirements.

d. Procuresent of Hydraulic -
Forklift

€. Procurement of Shelving

£. Recrultment of Personnel

a. Inmactive records currently ra-
ceived at rate of spproxicately
2 h.drawer file cabinets eacn
working day.

b. References being made at rate
of 396 per working day.

Purchase of 1,200 for office use.

Further developwent to accowplish
full objective of improved procedurs
and sdditional savings.

Approximately 60% complete.

Study stdll in process to determine
feasibility. s

Reviewing current requests.

Current deposits being wade by all
offices.

Average of 6 requests per day.
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